
DD Reference Guide for Formatting DocumentsAPPENDIX

The information on the following pages will help you format 
various kinds of documents. Use the Contents below to quickly 
locate the type of document you are creating. Then use the 
examples shown as a guide to help you format your document 
properly. The arrows and numbers shown in red on each sample 
tell you how many times to press Enter on your keyboard to 
separate items in your document. Double space is indicated by “ds”.

Remember that your work should refl ect your own original 
research and content and that the information provided here is 
for reference purposes only. If you use other sources to create 
your documents, remember to cite your sources properly.

Memo 327

Business Letter  327

Personal Business Letter  327

Outline  327

Newsletter  328

Academic Report 328

Works Cited  328

Title Page  329

Simple Business Report  329

Bibliography  329

Boxed Table  330

Contents  330

Cover Letter  330

Résumé  330

Format for Envelopes  331

How to Fold Envelopes  331

How To Use the Reference Guide 

Contents

326Appendix D: Reference Guide for Formatting Documents

EXP_W_APPXD_880264_326_331.indd Page 326  2/6/08  5:10:30 PM elhiEXP_W_APPXD_880264_326_331.indd Page 326  2/6/08  5:10:30 PM elhi /Volumes/ju106/MHGL151/MHGL151_indd%0/WORD/Word EM/Appendices/Volumes/ju106/MHGL151/MHGL151_indd%0/WORD/Word EM/Appendices



DD

TK
•

•

•

•

Reference Guide for Formatting DocumentsAPPENDIX

Outline

Business Letter

Personal Business Letter

Memo

1 inch

2x

1x

1x

1x

1x

1x

2x

2 inches

2x

2x

1x

1x

1x

1x

1x

2x

ds

1 inch

1x

2 inches

2x

1x
1x

1x
1x

1x

1x
1x

1x

1x

327Appendix D: Reference Guide for Formatting Documents

EXP_W_APPXD_880264_326_331.indd Page 327  2/6/08  5:10:33 PM elhiEXP_W_APPXD_880264_326_331.indd Page 327  2/6/08  5:10:33 PM elhi /Volumes/ju106/MHGL151/MHGL151_indd%0/WORD/Word EM/Appendices/Volumes/ju106/MHGL151/MHGL151_indd%0/WORD/Word EM/Appendices



DD

Last Name

Works Cited 

Author Unknown. “Davy Crockett Biography.” 6 April 2009. <http://www. 

infoporium.com/heritage/crockbio.shtml>. 

“Davy Crockett.” Microsoft Encarta Online Encyclopedia 2009. <http://encarta.msn.com>. 

Davy Crockett Birthplace Association. “American West—Davy Crockett.” 6 April 2009. 

<http://www.americanwest.com/pages/davycroc.htm>. 

Lofaro, Michael A. “Davy Crockett.” The World Encyclopedia 2010. Chicago: World Book, 

Inc., Vol. 14, pp. 1148d-1149. 

The Texas State Historical Association. The New Handbook of Texas—Online. “Davy Crockett 

(1786-1836) Biography.” 6 April 2009. <http://www.alamo-deparras.welkin. 

org/history/bios/crockett/crockett.html>. 

Your First and Last Name

Your Teacher’s Name

Class

Current Date

King of the Wild Frontier

“Be always sure you are right, then go ahead” (Lofaro 1148d). You’re probably 

wondering what that means. Well, a guy named Davy Crockett used to say that. It is one of 

his best known quotes. Read on to find out more about this legendary person.

Actually, his name was David Crockett. He was born in a small cabin in Tennessee on 

August 17, 1786. (Davy Crockett). His family lived in a cabin on the banks of the Nolichucky 

River. Davy had eight brothers and sisters. Four were older and four were younger.

Davy lived with his family in Tennessee until he was 13. He went to school, but he didn’t 

like it. He skipped school a lot. He ran away from home because he knew his dad was going 

to punish him for playing hooky. He joined a cattle drive to make money. He drove the cattle 

to Virginia almost 300 miles away. He stayed in Virginia and worked a lot of jobs for over two 

years. He returned to his family in Tennessee when he was 16 (Davy Crockett Biography).

When Davy returned home his dad was in debt. Now Davy was 6 feet tall and he could 

do a man’s work. Davy went to work for Daniel Kennedy. Davy’s dad owed Daniel 76 dollars 

and Davy worked for one year to pay the debt (The Texas State Historical Association).

In 1806 Davy married Polly Finley. They had two sons, John Wesley and William. Then 

Davy went to fight for the Tennessee Volunteer Militia under Andrew Jackson in the Creek 

Indian War. When he returned home from the war, he found his wife very ill. She died in 1815 

(Davy Crockett Birthplace Association).

Davy then married Elizabeth Patton in 1817. She was a widow and she had two 

children of her own, George and Margaret Ann (The Texas State Historical Association).

Davy was well known in Tennessee as a frontiersman. He was a sharpshooter, a famous 

Indian fighter, and a bear hunter. In 1821, he started his career in politics as a Tennessee 

legislator. People liked Davy because he had a good humor and they thought he was one of 

their own. He was re-elected to the Legislature in 1823, but he lost the election in 1825.

In 1827 Davy was elected to Congress. He fought for the land bill. The land bill allowed 

those who settled the land to buy it at a very low cost. He was re-elected to Congress in 1829 

and again in 1833, but he lost in 1836 (Lofaro, 1148d).

Many Americans had gone to Texas to settle. In 1835, Davy left his kids, his wife, 

his brothers, and his sisters to go to Texas. He loved Texas. When the Texans were fighting 

for their independence from Mexico, Davy joined the fight. He was fighting with a group of 

Tennessee volunteers defending the Alamo in San Antonio on March 6, 1836 (The Texas State 

Historical Association). He was 49 years old.
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Julie Smith 
2842 South Central Park 
Burbank, CA 91365 
(818) 555-1212 
jsmith@jules.com 
 
March 12, 2009 

 

David C. Jones 
Director of Personnel 
Bank of the North 
47108 Monterey Avenue  
Burbank, CA 91365 
(818) 555-1000 
 
Dear Mr. Jones: 
 
The accompanying résumé is in response to your listing in The Los Angeles Times for a full-time 
security officer. I believe that I have the skills and experience that will serve the Bank of the 
North. 
 
I am especially interested in this position because my experience as a senior security 
professional in the U.S. Army has prepared me for a disciplined, secure work environment. I am 
looking forward to using this experience for enhancing the security of a growing, community-
conscious bank.  
 
I would appreciate an opportunity to meet with you to discuss how my experience will best meet 
your needs. My ideas on how to improve your bank’s security posture may be of particular 
interest to you. Therefore, I will call your office on the morning of March 17 to inquire if a 
meeting can be scheduled at a convenient time.  
 
Sincerely yours, 
 
 
Julie Smith 
 
 

Experienced and dependable security guard dedicated to ensuring the 
safety of employees and visitors while minimizing potential losses. 
Proficient in operating security systems, including two-way radios, 
CCTVs, and two-way/convex wall mirrors. Committed to enhancing 
knowledge of security techniques. Completed intensive security training 
program through ABC Retail Company. Possess clean California driver’s 
license; drug free; physically fit; and available to work various shifts. 

Desired Job Type:                          Employee, Temporary/Contract 

Desired Status:                               Full-Time 
Career Level:                                   Mid Career (2+ years of experience) 

EXPERIENCE Security Guard 

10/2007 to Present                   ABC Retail Company             Burbank, CA 

Provide a high profile presence in the 10,000-square foot retail store, 
monitoring the facility to prevent loss and ensure the full protection of 
occupants. Operate surveillance systems and patrol the grounds to 
protect against possible hazards. Write informative reports to update 
management on all emergency situations. Exercise sound judgment and 
maintain confidentiality at all times. Highlights: 

• Offered a full-time position after two months of temporary employment 
based on exemplary performance 

• Awarded “Certificate of Achievement” (5/2009) for identifying and 
reporting internal theft, potentially saving the company tens of thousands 
of dollars annually. 

• Apprehended numerous shoplifters by recognizing suspicious behavior, 
using available surveillance systems, and taking action at the 
appropriate time. 

• Completed two-week security training program. 

10/2007                                     ABC Retail Company           Burbank, CA 

Certification 

Professional Training: Crisis Intervention, Public Relations, Report Writing, 
Legal Authority and Limitations, Risk Analysis, First Aid, CPR, Fire 
Protection, Crime Prevention, Arrest Procedures, CCTV Surveillance 

6/2005                                    ABC High School                 Burbank, CA 

Academic diploma 

References are available on request. 
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A standard large (No. 10) envelope is 91⁄2 by 41⁄8  inches. A standard small (No. 63⁄4 ) 
envelope is 61⁄2 by 35⁄8 inches. The format shown is recommended by the U.S. Postal Service for 
mail that will be sorted by an electronic scanning device.

Your Name

4112 Bay View Drive

San Jose, CA 95192

  Mrs. Maria Chavez

1021 West Palm Blvd.

San Jose, CA 95192

6021 Brobeck Street
Flint, MI 48532
  Dr. John Harvey

Environmental Science Department

Central College

1900 W. Innes Blvd.

Salisbury, NC 28144

To fold a letter for a small envelope:
1. Place the letter face up and fold up the bottom half to 0.5 inch from the top edge 

of the paper.
2. Fold the right third over to the left.
3. Fold the left third over to 0.5 inch from the right edge of the paper.
4. Insert the last crease into the envelope first, with the flap facing up.

To fold a letter for a large envelope:
1. Place the letter face up and fold up the bottom third.
2. Fold the top third down to 0.5 inch from the bottom edge of the paper.
3. Insert the last crease into the envelope first, with the flap facing up.

Format for Envelopes

How to Fold Letters
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